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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT 

DEPARTMENTWIDE DIRECTIVE 

RECORDS MANAGEMENT PROGRAM 

"Records Creation, Maintenance, and Disposition" 

1. Purpose of D.irective: This directive establishes an agencywide 
records retention schedule for local ordinance, and accreditation 
compliance: 

Prince George's County Code, Sections 2-277 thru 281. 

County Administrative Procedures #114. 

Standards #82.1.12, and #82.2.14. 

2. Personnel concerned: All Departmental employees handling paperwork, 
and computer records. 

3. Distribution: Departmental employees engaged in files management 
operations. 

uavTcT B. Mitchell, Chief of Police 
Prince George's County Police Department 
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FOREWORD 

A sound records/information management system is recognized by business 
executives for efficient agency operations. 

Prince George's County ordinance requires the establishment, maintenance 
and implementation of records management programs. 

The handbook is designed to give police personnel: 

Uniform filing practices. 

Paperwork reduction procedures. 

Computer file purges. 

This custom-made Records Management Program will: 

Save premium office/storage space. 

Improve filing operations. 

Reduce filing equipment expenditures. 

Comply with legal retention mandates. 

The handbook is divided into six parts for easy reference: 

1. Subject Index 

2. Introduction 

3. File Maintenance 

4. Records Disposition 

5. Records Systems 

6. Exhibits/Forms 

Used frequently for reference, the handbook will help you perform your 
records management responsibility more efficiently. 

David B. Mitchell, Chief of Police 
Prince George's County Police Department 
Landover, Maryland 
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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT 

RECORDS MANAGEMENT HANDBOOK 

NOTICE PAGE 

FOREWORD 

PART 1. SUBJECT INDEX 

PART 2. INTRODUCTION 
Benefits 
Policies 
Responsibilities 
Definitions 
Unit Codes 
Abbreviations 
Referenges 

PART 3. FILES MAINTENANCE 
Subject Filing Principles 
Filing Arrangements 
File Cutoff Guidelines 
File Plans 
Retention Schedule Revisions 

PART 4. RECORDS DISPOSITIONS 
Disposition Standards 
Records Disposals 
Disposal Certificates 
Records Transfers 
Records Center Services 
Archival Records 
Micrographic Services 

PART 5. RECORDS SYSTEMS 
Administrative Records 
Communications Records 
Datanomics Records 
Directives Records 
Emergency Operations Records 
Fingerprint Records 
Fiscal Records 
Legislative/Legal Records 
Personnel Records 
Police Records 
Printout Records 
Project Records 
Property Records 
Reports/Statistics 
Other Records 

PART 6 EXHIBITS/FORMS 



SUBJECT INDEX 

The SUBJECT INDEX is designed to help filing, and 
operating personnel engaged in records management 
operations. 
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Abbreviations 206 

Accident Records 510-15 

ADMINISTRATIVE RECORDS 501 

Agreements/Contracts 
Micrographics 501-2 

. Mutual Aid 501-2 
Non-Disclosure 501-2 
Training 501-2 
User/Municipal 501-2 

Adult Prisoner Logs 502-16 
Alcohol Logs 502-16 

Allowances 
. Clothing 513-3 

Equipment 513-6 

Applications/Employment 
. Civilian 509-4 

Crossing Guard 509-4 
. Police 509-4 

Archival Records 409 

Audio/Visual Tapes 502-3,515-1 

Audit Reports 
. County 501-1 
. External 501-1 
. Federal 501-1 
. Fiscal 501-1 

Independent 501-1 
Management 501-1 
Personnel 501-1 

Bad Check Transmittals 507-1 

Badges 
Promotions 513-1 
Purchases 513-1 
Retirements 513-1 
Separations 513-1 

Bank Deposits 507-2 
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Bicycle Registration Records 513-2 

Bills 
County Council 508-2 
Invoices (Expense) 507-3 
Maryland House 508-4 
Maryland Senate 508-5 
U.S. House 508-7 

. U.S. Senate 508-8 

Budget Records . 507-4 
. Capital. 507-5 

Estimates 507-4,507-5 
Operations 507-4 

. Projections 507-4,507-5 

Bulletins 
Communications 502-5 
Job Opportunity 509-12 

. Training 502-21 
Transfer Opportunity 509-12 
Transfer Requests 509-12 

Case Dispositions 509-1 

Certificates 
Disposal/Records 501-10 
Eligibility/Employment 509-2 
Medical 509-9 

Citations 
Adult Civil 510-6 
Criminal 510-2 

. Juvenile Civil 510-9^510-lQ 

. Traffic 510-15 
Civil 

Juvenile Citations 510-10 
Subpoenas 515-2 

• Suits. ' . ."."'.'.".".".'.508-1 

Civil Suits 
Circuit Court 508-1 
Federal Court !! 508-1 

Commanders Information Reports 502-4 
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Communications Bulletins 502-5 

COMMUNICATIONS RECORDS 502 

Computer Systems 
Automated Identification System 503-1 
Computer Assisted Dispatch System ..503-2 
Electronic Mail System ....503-3 
Name Index System 503-4 
•Personal Computer System 503-6 
Police Management System 503-5 
Property Recovery System 503-7 
Word Processing System 503-8 

Computerized Files (CAD) 
Complaint History 503-2 
Directory 503-2 
Personnel 503-2 
Premise History 503-2 

. Skills 503-2 
Street Geography 503-2 

Condition Reports 510-1 

Contract Records 
Compacts 501-2 

. Contracts 501-2 

. County 501-2 

. Federal 501-2 

. Labor 501-2 
Leases 501-2 
Licenses 501-2 
Memoranda of Understanding 501-2 
Micrographic Services 501-2 
Mutual Aid 501-2 
Non-Disclosure 501-2 . 
Permits 501-2 
Police Services 501-2 
Police Training 501-2 
Private Contracts 501-2 
State LEA 501-2 
User Agreements 501-2 

Correspondence/Administrative 501-3 
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Court Records 
Civil/Criminal Logs 515-2 

. Civil Subpoenas 515-2 

. Criminal Subpoenas 515-2 
Decisions 515-2 
Grand Jury Indictments 515-2 
Orders 515-2 
Summons 515-2 

. Warrants 510-20,515-2 

Crime Solvers Records 502-6 

Criminal History Records 510-2 

Criminal Investigations 
Abduction 510-3 
Alcoholic Beverages 510-3 
Arson/Fatality 510-3 

. Assault 510-3 

. Bad Checks 510-3 
Bribery 510-3 
Burglary 510-3 

. Child Abuse. 510-3 
Credit Card Offenses... 510-3 

. Death 510-3 
Embezzlement 510-3 
Extortion 510-3 
Forgery 510-3 

. Fraud 510-3 
Gambling 510-3 

. Hate 510-3 

. Hit/Run 510-3 
Homicide 510-3 

. Incest 510-3 
Injury 510-3 
Juvenile Offenses 510-3 
Kidnapping 510-3 
Minor Sex Offenses 510-3 
Missing Persons 510-3 
Narcotics 510-3 
Obscene Material 510-3 
Obscene Telephone 510-3 
Pandering 510-3 
Property Recovery 510-3 
Prostitution 510-3 

. Rape 510-3 

. Robbery 510-3 
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Criminal Investigations (continued) 

Runaway 510-3 
. Sex Offenses . 510-3 

Sexual Child Abuse 510-3 
Shooting . 510-3 
Spousal Abuse 510-3 

. Suicide 510-3 

. Theft/Deception 510-3 

. Traffic Fatality 510-3 
Unassigned Offenses . 510-3 
Vandalism 510-3 

. Vehicle Theft 510-3 
Vulnerable Adult Abuse 510-3 
Weapons... 510-3 

DATANOMICS RECORDS 503 

Daily Fuel Records 513-4 

Delivery/Receipt Records 513-5 
Equipment Purchases 513-5,513-7 
Supply Purchases 513-5 

DIRECTIVES RECORDS 504 

Directives 
County Government 504-1 

. External 504-2 
Federal Government 504-7 
Internal 504-4 
Rules/Regulations 504-5 
SOP 504-6 
State Government 504-3 

Directories 
Compliments 502-18 
Listings 502-18 
Personnel Rosters 502-18 

. Registers 502-18 
Disciplinary Infractions 509-11 
Disseminations 
. Adult Photographs 510-12 
. Adult Prints 510-12 

Incident Reports 510-12 
Juvenile Photographs 510-12 

7/91 



-7-

Disseminations (continued) 

Juvenile Prints 510-12 
Juvenile Reports 510-12 
Public Records 510-12 

Disposals 
Property.... 513-15 
Records 513-15 

Drug Tax Liability Records 510-6 

EMERGENCY OPERATIONS RECORDS 505 

Employee Action Notifications 
Civilian 509-3 
Crossing Guard 509-3 

. Police • 509-3 
Employment Investigation Records 509-5 

Equipment (Traffic) 
. RADAR 513-21 

Speedometer 513-21 
. VASCAR 513-21 

Evaluations/Performance 
Permanent Employees 509-15 
Probationary Officers 509-15 

Evidence Records 
Accident Photographs 515-3 
Accident Scene Negatives 515-3 
Blood Specimens 515-3 
Crime/Incident Scene Negatives 515-3 
Crime Scene Processing Reports 515-3 
Lab Analysis Reports 515-3 
Lab Examination Requests 515-3 
Latent Print Examinations 515-3 
Narcotics 515-3 
Photographic Prints 515-3 

Examinations/Employment 
. Civilian 509-6 

Crossing Guard 509-6 
In-Service 509-6 
Oral/Promotion 509-6 

. Police 509-6 
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Exhibits 
Certificates of Records Disposal # 3 

. File Plan # 1 
Records Center Label # 4 
Records Inventory Form # 2 
Records Transmittal/Receipt # 5 

Expense Records 
Reimbursements 507-7 
Vendors 507-9 

Expungements 
. Adult Records 510-4 

Juvenile Records 510-4 

Field Training Records 509-7 

Files Maintenance 
Filing Systems 301 

. File Cutoff Guidelines 307,308 

. File Plans 310 
Subject Filing Principles 301 

FINGERPRINT RECORDS 506 

Fingerprints (Automated) 
. Adult 503-1 

Affiliates 503-1 
Civilians 503-1 
Deceased 503-1 
Fortune Tellers 503-1 

. Hackers 503-1 
Juveniles 503-1 
Masseuses/Masseurs 503-1 
Missing Children 503-1 

. Police 503-1 

. Studio Models 503-1 

Fingerprints (Hardcopy) 
. Adults 506-2 
. Affiliated LEA 506-1 

Deceased 506-3,506-5 
Civilians 506-5 
Deceased Prints 506-3 
FBI 506-2 
Fortune Tellers 506-5 
Hackers 506-5 
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Juveniles. 506-2 
Masseuses/Masseurs 506-5 
Missing Children 506-5 

. Non-Affiliated LEA 506-4 

. Police 506-5 
Studio Models 506-5 

FISCAL RECORDS 507 

Firearms Records. 510-5 

Firearms Tracing 513-8 

Forms 501-4 
Grievances/Disputes 

Administrative Hearing Boards 509-8 
Equal Employment Opportunity 509-8 
Fraternal Order of Police 509-8 

. Human Relations Commission 509-8 
Performance Grievances 509-8 
Police Civilian Employees Association 509-8 
Promotions 509-8 

Hazardous Substances 515-4 

Health/Safety 
. AIDS 509-9 

Communicable Diseases 509-9 
Doctors' Certificates 509-9 
Infectious Diseases 509-9 
Medical Referrals 509-9 
Workmen's Compensation Cases 509-9 

Hiring/Employment 
. Civilians 509-10 

Crossing Guards 509-10 
. Police 509-10 

Temporaries 509-10 

Incident Records (Central Records) 
Adult Civil Citations 510-6 
Alcohol Influence Reports 510-6 
Animal Bite Reports 510-6 
Chain Custody Log/Analysis Reports 510-6 
Computerized Incident Reports 510-6 
Continuation Reports 510-6 
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Crimes Against Persons Reports 502-7,510-6 
Crimes Against Property Reports 510-6 
Crime Scene Reports i...510-6 
Damage Notification Reports 510-6 
Detective Supplement Reports 510-6 
District Processing Reports 510-6 
Evidence Reports 510-6 
Field Observation Reports 510-6 
Fire Investigation Reports 510-6 
Forfeiture Summary Reports 510-6 
Firearms Discharge Reports 510-6 
Incident Reports..... 510-6 
Investigation Reports 510-6 
Latent Print Examination Reports 510-6 
Lineup Reports 510-6 
Missing Person Photographs 510-6 
Special Reports 510-6 
Statement Reports 510-6 
Vaccination Reports 510-6 
Validation Reports 510-6 
Vehicle Release Reports 510-6 
Vehicle Releases/Showcause Notices 510-6 
Weapons Teletypes 510-6 

Incident Records (District Stations) 
Accident Reports 502-7 
Crimes Against Persons Reports 502-7 
Crimes Against Property Reports 502-7 

Informant Records 510-7 

Inspection Records 501-5 

Insurance Records 515-5 

Intelligence Records 510-8 

Internal Affairs Records 509-11 

Internal Electronic Messages 502-8 
Investigations 
. Accident 509-11 

Background 509-5 
. Civilian 509-5 

Criminal 510-3 
Crossing Guard 509-5 
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. Employment 509-5,509-19 
Field Cases 509-11 
Internal Affairs ................... '. 509-11 
Police ....... 509-5 
Supervisory .*.'.*.".* 509-11 

Job Descriptions 509-21 

Job Opportunity Bulletins .509-12 

Journal Entry Records 507-8 
Juvenile Records 
. Arrest Records 510-11 
. Civil Citations 510-9 
. Crimes/Incidents 510-10 
. Liquor Citations 510-10 
. Youth Field' Reports 510-21 
Juvenile Citations 510-10 

Juvenile Logs 502-16 

Juvenile Arrest Records 510-11 
Latent Records 

County Cases.. 515-6 
Latents/Identif ied 515-6 
Latents/Without Value !!! 1515-6 

Laws 
• County 508-2 

Federal 508-2 
• State 508-2 

Leave Records 
Administrative 509-13 
Annual 509-13 

• A W 0 L " ! ! ! ! ! ! . ' ! ! ! ! ! ! ! ! 509-13 
Disability 509-13 
Discretionary 509-13 
Holiday .509-13 

• Injury ."...'.".".".'.'.".'.'."."!!.' 509-13 
LWOP/Furlough 509-13 
Maternity ^509-13 

• Military !!!!."!!!!!!! 509-13 
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Paternal Leave 509-13 
Personal Day 509-13 

. Sick 509-13 

LEGISLATIVE/LEGAL RECORDS 508 

Lesson Plans 509-14 

Line-Up Rosters 502-9 

Logs 
Adult Prisoners 502-16 

. Alcohol Testing 502-16 
Civil Subpoenas 515-2 
Criminal Subpoenas 515-2 
Juvenile Prisoners 502-16 
Missing Persons 502-11 
Prisoners 502-16 

. Property 502-16 
Radio 502-16 

Lost/Missing Property Reports 513-9 

Maintenance Records 
Buildings . 513-10 

. Facilities 513-10 
Grounds 513-10 

. Offices 513-10 
Property 513-10 
Space 513-10 
Traffic Equipment 513-10 

. Vehicles 513-10 
Weapons 513-10 

Messages 
Electronic/Internal 502-8 
MILES .....502-10 

. NCIC 502-10 
NLETS 502-10 

. Telephone 502-19 

Micrographic Records .410 
Criminal Investigation Records 510-3,515-7 
Directives Records 504-4,515-7 
Incident Records 510-6,515-7 
Vice/Narcotics Records 510-3,515-7 
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Micrographic Services 410 
Minutes 
. Chief of Police 501-6 

Unit Commanders -....501-6 
Missing 

Person Cases 510-3 
Logs/Persons 502-11 
Photographs 510-6 
Property 513-9 

Name Index System (Automated) 
. Adult File 503-4 
. Incident File 503-4 
. Juvenile'File 503-4 
NCIC 

Administrative Messages 502-10 
. Boats 502-10 
. Guns 502-10 
. License Plates ' 502-10 

Missing Persons... 502-10 
Property (Articles) 502-10 
Protective (U.S. Secret Service) 502-10 
Securities 502-10 
Unidentified Persons 502-10 

. Vehicles 502-10 
Wanted Persons 502-10 

. Warrants (Canadian) 502-10 

Negative Films 515-8 

Newsletters 502-12 

Newspaper Clippings 502-14 

News Releases 502-13 
Opinions 
. County 508-3 
. Federal 508-3 
. Police 508-3 
. State 508-3 

Organization 
. Charts 501-7 

Records 501-8 
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Organizationa 
Colleges/Universities 501-8 
County Council 501-8 
County Government Agencies 501-8 
Federal Courts 501-8 
Federal Government Agencies 501-8 
Federal Legislature .501-8 
International Groups 501-8 
Law Enforcement Agencies.... 501-8 
Municipal Government Agencies ...501-8 
Other Countries 501-8 
Other Committees 501-8 

. Private Organizations 501-8 
Private Security Agencies 501-8 

. State Courts 501-8 
State Government Agencies 501-8 
State Legislature 501-8 

OTHER POLICE RECORDS 515 

Pawn Records/Recovery 513-12 
Pay Schedules 507-10 

Payment Records 
. Pay Schedules 507-10 
. Petty Cash 507-12 
. Vendors 507-9 

Payroll Records 
Athletic Events 507-11 
Bi-Weekly Strength Reports 507-11 
Compensatory 507-11 

. Court 507-11 

. Holiday 507-11 
Overtime 507-11 
Time Sheets/Daily 507-11 

Performance Evaluations 509-15 

Personal Records 
. Civilian Files 509-16 

Crossing Guard Files 509-16 
. Police Files 509-16 

Personnel Files 
. Civilians 509-17 

Crossing Guards 509-17 
. Police 509-17 
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PERSONNEL RECORDS 509 

Personnel Pension Plans 509-18 

Photo Information Sheets 515-8 

Photo/Negative Records 
Accident Negatives 515-8 
Adult Negatives 515-8 

. Black/White Photos (Adults) 515-8 
Black/White Photos (Juveniles) 515-8 
Color Photos (Adults) 515-8 
Color Photos (Juveniles) 515-8 
Crime Scene Negatives 515-8 
Incident Scene Negatives 515-8 
Juvenile Negatives 515-8 
Photo Information Sheets 515-8 
Special Event Negatives 515-8 

Physical Inventory Records 
Court Property 513-11 
Fixed Assets 513-11 

. Fleet 513-11 
Narcotics 513-11 

. Vehicles 513-11 
Weapons 513-11 

Plans (Emergency Operations) 
Barricade 505-1 
Biological Warfare 505-2 
Bomb Emergency 505-3 
Chemical Warfare 505-4 
Chemical Waste 505-5 
Civil Disturbance 505-6 
Contingency 505-7 
Desegregation 505-8 
Emergency Radio 505-11 
Evacuation 505-9 
Hazardous Substances 505-12 
Hostage Operations 505-13 

. Labor Strike 505-11 
Mobilization 505-15 

. Mutual Aid 505-16 
Natural Disaster 505-17 

. Notification 505-10 
Nuclear Warfare 505-18 
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Physical Security 505-19 
. Public Safety 505-20 

Public Service 505-21 
. Snow 505-22 

Special Events 505-23 
Tactical Dispatch 505-24 
Terrorism 505-25 

. Traffic 505-26 

. VIP 505-27 

. Water 505-28 

Plans (Management) 
Administrative 501-9 
Division 501-9 
Management 501-9 
Operations 501-9 
Section 501-9 

Police Management System (Automated) 
Adult Arrest Reports 503-5 
CAD Reports 503-5 
Criminal Analysis Reports 503-5 
Incident Reports 503-5 
Juvenile Arrest Reports 503-5 
Persons Reports 503-5 
Property Reports 503-5 
Suspects Reports 503-5 
UCR Reports 503-5 

POLICE RECORDS 510 

Polygraph Records 
Criminal Investigations 509-19 
Employment Investigations 509-19 

Position Action Requests 509-20 

Position Identification Records 509-21 

Positions/Personnel 
. Action Requests 509-20 

Identification Records 509-21 
Job Descriptions 509-21 
Job Specifications 509-21 

Property Recovery Records (Pawn) 513-12 
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Press Releases 502-13 

PRINTOUT RECORDS 511 
. Adult Arrest 511-1 
. Fiscal... 511-2 

Police Incidents 511-3 
Property 511-4 
Traffic 511-5 
Other Printouts 511-6 

Prisoner 
. Logs 502-16 

Property Records 513-13 

PROJECT RECQRDS 512 

Projects 
Action Teams .512-1 
Auxiliary Services 512-2 
Capital Improvements 512-3 
Communications 512-4 
Community Relations 512-5 
Computer 512-6 
Crime Prevention 512-7 
District Stations 512-8 

. Graphic Arts 512-9 
Informational Services 512-10 
Inspectional Services 512-11 
Planning/Research 512-13 
Police Basic Training 512-12 
Records Management 512-14 
Special Operations 512-15 
Special Projects 512-16 
Other Projects 512-17 

Property Records 513-18 
Confiscated 513-18 
Disposed 513-15 

. Found 513-18 

. Held 513-18 
Notifications 513-16 

. Pick-up 513-17 

. Released 513-20 

. Stored 513-18 

Property Claims Records 513-13 
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Property Disposals 
Abandoned Property 513-15 
Abandoned Vehicles 513-15 
Alcoholic Beverages 513-15 
Handguns 513-15 
Lost Property 513-15 
Narcotics 513-15 
Police Reports 513-15 
Property (Inventory) 513-15 
Surplus Property 513-15 

. Vehicles 513-15 
Weapons . 513-15 

Property Logs (Prisoner) 502-16 

Property (Receipts) 
Confiscated Property 513-18 
Evidentiary Property 513-18 

PROPERTY RECORDS 513 

Psychological Records 
Clinical Records 515-9 
Communicable Disases 515-9 
Exit Interviews 515-9 

. Referrals 515-9 

Purchase Records 
Field Purchase Orders 507-13 
Purchase Orders 507-13 

Radio Records 502-17 

Receipt Records 
Clothing Allowances 507-14 
Equipment Allowances 507-14 

. Report Sales 507-14 
Vehicle Impounds 507-14 

Receiving Reports 
See Purchase Orders 507-13 

Records/Public 411 
Administrative 501 
Center Services 408 
New Records 404 
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Records Management 
Archival Records 409 

. Benefits... 201 
Definitions. 204 
Disposal Authority 402 

. Disposal Certificates 406,501-10 
Disposals 405 
Disposition Standards 401 
Micrographics 410 
New Records 404 

. Policies 202 
Records Storage ..309 
References (Legal) 207 
Responsibilities 203 
Retention Schedules 403,501-10 
Retention Schedules (Revisions) 311 

. Transfers 407,501-10 

Reports 
. Accident 502-1 
. Adult 502-2 

Annual 514-1 
. Arrest 502-2 

Calls for Services 514-2 
Crime Analysis 514-3 
Daily 514-4 
Juvenile 502-2 

. MAARS 514-5 

. Monthly 514-6 
Personal Car 514-7 
Property Recovery 514-8 

. Quarterly 514-9 
Service Indicators 514-10 
Situation 514-11 
Staff Inspections 514-12 

. UCR 514-13,514-14 

. Weekly 514-15 

REPORTS/STATISTICS 514 

Report Transmittals 501-11 

Requisitions 
Equipment 507-16 
Printing/Binding 507-16 
Stores Requests 507-16 
Supplies 507-16 
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Resolutions 
County Government ....508-6 
Federal Government 508-6 
State Government 508-6 

Revenue Collection Records 
Bank Deposits 507-17 
Police Reports 507-2,507-17 
Property Sales 507-17 

. Receipts 507-17 

. Transmittals 507-17 

Ride-Along Records 510-13 

Rosters/Directories 502-18 

Security Records 515-10 

Security Survey Records 510-14 

Special Funds (Intelligence) 507-18 

Special Maintenance Guides 
Audio Tapes 502-3 
Communicable Diseases 509-9 
Correspondence 501-3 
Court Decisions 515-1 
Criminal Investigations 510-3 
Directives 504 
Employment Applications 509-4 
Employment Examinations 509-6 
Employment Investigations 509-5 
Hazardous Substances 515-4 
Informant Files .507-7 
Intelligence Files 510-8 
Internal Affairs Cases 509-11 

. Juvenile Files 510-9,510-10 
Leave Records 509-13 
Personal Files 509-16 
Personnel Files 509-17 
Photo/Negatives 515-8 
Physical Inventory Records 513-11 
Polygraph Records 509-19 
Printout Records 511 
Property Records 513-18 
Training/Education Records 509-24 
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Statements (Investigation) 
. Accused 510-3,510-6 
. Defendants 510-3,510-6 
. Victims 510-3,510-6 
. Witnesses 510-3,510-6 

Student Records 
Intern Records 501-12 
Personnel Records .509-23 

Student Personnel Records 509-23 

Studies (See Surveys) 501-13 

Subpoenas 
. Civil , 515-2 

Criminal 515-2 
Surveys 

Administrative 501-13 
Commercial 510-14 
Management 501-13 

. Residential 510-14 

Tapes , 515-1 
Telephone Records 502-19 

Teletype Records 
. MILES Messages 502-10 
. NCIC Messages 502-10 

Teletype Write-ups 502-20 

Traffic Equipment Records 513-21 

Traffic Records 
Accident Negatives 510-15 
Accident Photographs 510-15 
Accident Reports 510-15 
Citation Transmittals 510-15 

. Citations 510-15 
Driver Re-examinations 510-15 
Equipment Repair Orders 510-15 
Field Observation Reports 510-15 
Suspension Orders 510-15 
Tally Records 510-15 
Warning Notices 510-15 
Witness Summons 510-15 
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Training Bulletins 502-21 

Transmittals/Reports 501-10 

Vehicles 
.. Audit Records 513-22 

Forfeitures 510-6 
Impounds 510-16 
Inspection Records ....510-17 
Maintenance 513-10 
Releases 510-6 

Victims 
Statement/Criminal 510-6 

Vouchers 
. Intelligence 507-18 
. Petty Cash 507-12 

Reimbursements 507-7 
. Travels 507-19 

Vulnerable Adults 510-3 

Warrant Records 510-18 

Weapons Teletypes 510-19 

Work Schedules 509-25 

Youth Field Records 510-20 
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PART 2. INTRODUCTION 

201. BENEFITS 

The Departmentwide records management program offers the 
following benefits: 

. Compliance with county records management ordinance. 

. Compliance with law enforcement accreditation standards. 

. Uniform filing practices. 

. Office space/storage savings. 

. Records protection from accidental disposals. 

. Paperwork reduction procedures. 

. Filing equipment cost savings. 

. Records protection through micrographics. 

. Personnel training/instruction. 

. Generic record series/categories. 

. Computer file purges. 

202. POLICIES 

. Records created/received by the agency are the property of 
the County Government. 

. Employees are encouraged to make suggestions for operational 
improvements. 

. Directives should not be intermingled with administrative 
correspondence. 

. Directives manuals should be kept updated, and accessible. 

. File plans should be updated as needed. 
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203. RESPONSIBILITIES 

The Police Records Center Director is responsible for the 
Prince George's County Records Management Project. E.g.: 

. Inventory, appraise, and analyze agencywide records. 

. Develop, and implement records retention schedules. 

. Negotiate records disposition with county, and state 
agencies. 

. Update the Records Management Handbook. 

. Serve as liaison with county, state, and federal agencies. 

. Certify records disposals. 

204. DEFINITIONS 

. Archival Records . Permanent records appraised for preser­
vation, and permanent retention in local or state archives. 

. Case File (s) . A file contains all papers relating to a 
specific subject, person, place, location, event, agency, 
etc., from start to close. 

. Cutoff . A designated time beyond which material is not 
added to a file folder. New folders are created for 
future use. 

. Datanomics . Machine readable records in erasable media, 
and other devices in applied office automation technology. 

. Directives . Instructions prescribing policies, authorities, 
responsiblities, delegations, standards, etc., issued in 
the form of manuals, memoranda, orders, procedures, bulletins, 
guides, notices, rules, regulations, and other formalized 
statements. 

. Disposable Records . Records of temporary value subject to 
destruction by a Records Retention Schedule. 

. Records . Includes materials created or received by a county 
agency in connection with public transactions, and in the 
form of correspondence, magnetic tapes, papers, books, photo­
graphs, maps, drawings, charts, printouts, microforms, films, 
sound recordings, disks, fingerprints, videographs, computer-
graphs, or other documentary materials. 
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Records Management . The control of recorded information/ 
records from creation, maintenance, disposition, to preser­
vation in local, state, or federal archives. 

Records Retention Schedule . An official timetable that 
identifies the length of time a record must be kept before final 
disposition. 

Record Series . A group of related records usally used/ 
filed as a unit for reference or disposition purposes. 

Retention Period (s) . The length of time records are kept 
before destroyed by a predetermined plan. The retention 
period may be expressed in days, months, years, or destroy when 
superseded, etc. 
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205. UNIT NAMES CODE NO. 

ACTION TEAM I 161 
ACTION TEAM II 162 
ACTION TEAM III 163 
ACTION TEAM IV 164 
ACTION TEAM V 165 
ACTION TEAM VI 166 
ACCREDITATION MANAGER 1 
ACCREDITATION STANDARDS SECTION 2 
ADVANCED TRAINING SECTION 3 
APPLICANT INVESTIGATIONS SECTION 4 
ARMORY SECTION 5 
AUDITS/INSPECTIONS DIVISION 6 
AUTO THEFT UNIT 7 
AUTOMOTIVE SERVICES SECTION 8 
AUXILIARY SERVICES SECTION 9 

BASIC TRAINING DIVISION 10 
BREATHALYZER MAINTENANCE UNIT 158 
BUDGET UNIT. 11 
BUREAU OF ADMINISTRATION 12 
BUREAU OF ADMINISTRATION/ADM. ASST 13 
BUREAU OF PATROL 14 
BUREAU OF PATROL/ADM. ASST 15 
BUREAU OF SUPPORT SERVICES 16 
BUREAU OF SUPPORT SERVICES/ADM. ASST 17 

CAREER COUNSELOR UNIT... 18 
CAREER DEVELOPMENT DIVISION 19 
CENTRAL SERVICES DIVISION 20 
CHECK/FRAUD UNIT 21 
CHIEF OF POLICE 22 
CHIEF OF POLICE/ADM. ASST 23 
CITIZEN SERVICES MANAGER 24 
CLASSIFICATION UNIT 25 
COLLISION ANALYSIS UNIT 26 
COMMUNICATIONS DIVISION 27 
COMMUNITY AFFAIRS SECTION 159 
COMMUNITY RELATIONS DIVISION 28 
COMMUNITY SERVICES SECTION 29 
COMPUTER SERVICES SECTION 30 
CRIME PREVENTION UNIT 31 
CRIME SOLVERS UNIT 32 
CRIMINAL INVESTIGATIONS DIVISION 33 
CROSSING GUARD SECTION 34 


